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As of Febl;uary 17, 2003, your WBRSm homepage will show a summary of member data. The summary
mostly speaks for itseilf:

o 1: displays data about members for whom commitments have been entered in the AmeriCorps
Commitment Tracker (ACT), but who've yet to be enrolled.

o 1b is a count of the members whose start dates are more than 25 days past. WBRSim looks at
the start date entered for the member in the ACT and compares it to the current date.

o 2-4: report information about enrolied members.

o 5: tells you how many commitments have expired or have been cancelled.
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Member Applicant Commitments

2002-2003

1. Commitments (not yet Enrolled): 0

a. less then 25 days past start date: 0

b. 25 or more days past expected start date (will be
autornatically cancelled soon): 0
2. Enrolled Members {(currently using a slot): 194 Other relevant
3. Exited Members with Awards (used a slot): 2 —_enroliment data
4. Exited Members without Awards (did not use a slot): 10 .
5. Cancelled Commitments (within the past 6 months); 0

a. Expired: 0

b Cancelled by program:0

View Commitments

To see current commitments, just click the View Commitments link in the upper right section of the



summary.
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As of February 10, 2003 AmeriCorps programs will use the AmeriCorps Commitment Tracker (ACT) to keep

track of applicant commitments, and to add new members to WBRS. Now you'll create new Member
Information Profiles from the ACT page.

The process of enrolling new members in WBRS begins with recording an applicant's commitment into the
ACT. Then, when you're ready to enroll the member, you'll click a link from the ACT. WBRS will
automatically create a new MIP that inherits the information you've already entered into the ACT.

Record an Applicant’'s Commitment

In order to add a new applicant to the ACT,
o You must have the appropriate user access role
o The program's GIP must not be locked

o There must be an available slot. Unlike enrolled members, committed but unenrolled
members don’'t take up a slot, but they do render their slot "unavailable" for another applicant.

If all of these conditions are met proceed as follows.

1. From the WBRS Main Menu, click Members/New Member or click the View/Add Commitments link from
the home page (the page you get after logging in).
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2. Select a Grant Year.
3. If you have access to more than one program, select one.

National Ed Award programs that use subsites choose from a list of subsites after selecting a
program. Please see Getting Around: Member Forms and Subsites.

4. In the ACT form, you can record new commitments by clicking the Add Row button. If you don't see the
Add Row button, check the message in the bottom left of the form to make sure there are available slots
(WBRS removes the button if all slots have been either filled or committed.) You can free up a slot by
canceling one of the existing applicant records.
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5. All the fields are required, but fortunately there are only a few. The drop-down list for the service term only
shows slots that aren't currently occupied by enrolled members, or reserved by committed members. You
can change a member's term when you create their MIP.

You'll most likely enter a future start date.*

The drop-down only Click Save when
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6. After you've filled in all the fields, click the Save button. You can continue adding applicants or click the
Cancel button to get out of Edit mode.

Note that committed members who aren’t unenrolled don't actually occupy a slot. But they do
remove a slot from availability for the next applicant.

* If the enroli start date you've entered in the ACT is still in the future when you create the member's MIP, you'll have to edit it in
the MIP. since WBRS doesn't allow you save an MIP with a future start date.

What Happens Next...

The next thing to do in most cases is simply to create the member's MIP and enroll them. Start by clicking
the Create MIP link for the member. See Creating a Member Information Profile for the next step. We
strongly urge you to enroll a member immediately after creating their MIP. Once you enroll a member
(that means completing an enrolliment as well as MIP), WBRS removes their name from the ACT.

Members not enrolled by 25 days after their expected enroll start date will show in red text. Don't be too
alarmed by the red—it's meant to draw attention to these commitments.

Edit or Cancel a Commitment

You can only cancel or edit a commitment if you haven't yet created the member's MIP. (You can tell by the
Next Step for the member. If you don't see Create MIP then you can't cancel or edit the commitment. You

can, of course, still delete the member's MIP if their enrollment hasn't been downloaded.)

If the Next Step for the member is Create MIP you can cancel or edit their commitment by just clicking the
edit icon.

- To cancel, just select the cancel checkbox and Save. The member's name will continue to appear,
but WBRS will remove it after six months.

- To edit, just enter the new information and Save.
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Also of Note...

« If you haven't enrolled a member within 45 days after you record them, the commitment will
automatically expire. Expired commitments show in gray text.

 You can't remove an applicant from the ACT directly. You can cancel a commitment, however (see
above). WBRS will automatically remove canceled and expired commitments six months after the
expected start date.

o After someone clicks Create MIP for a member, their ACT commitment is no longer eligible for
expiration.
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